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Command: Division: Number:
SE;@ZE?&%%?E%FORN;A HIGHWAY PATROL gelntzag E)iViSiOW Central Division gg:
valuated by: :
MMAND INSPECTION PROGRAM | 5ergeant Scott Goddard 06/11/2009
INSPECTION CHECKLIST Aosicled by: Date:
Chapter 3, Command Procurements 0SS Cynthia Gonzales 06/11/2009
Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any di;crepan0|§e§ with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Dacument and addressed to the next Ie_vel of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X< Division Level

[ ] Executive Office Level

[] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

s ol 7L/\_,f

[ ]Yes

- Follow-up Required:

X No

j%

Date;

06/11/2009

Commander's
] Follow-up Inspection /Q/
= /—f' /

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

approval?

ks:
command level familiar with the related policies and | X Yes | [ No | [LJN/A ke
procedures for purchasing?
"2 Have Approvers/reviewers of purchases received ks:
procurement training? [ Yes | [INo [[JNA |Remarks
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo |[JN/A | Remarks
e Supplies for personally — owned equipment
e Commodities for personal use
¢ Confirming order
¢ Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, REFTailE
prepared for commodity items obtainable from X vyes | [INo | LINA '
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, ) Remarks:
Purchase Requisition? D Yes | [ONo | [LINA ‘
6. Arethe CHP 43, Purchase Requisitions, numbered B Remarks:
consecutively, starting anew at the beginning of each Yes | [JNo | [LINA '
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods ks:
forwarded to the Assistant Commissioner, Staff, for Yes | [INo | [JN/A | Remare
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

YMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

[T No

I N/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

L1 N/A

Remarks:

~10. Does the CHP 318, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

LI N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35657

X Yes

[CINo

[ N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 35565.37

X Yes

I No

L1N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

[1No

CIN/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[} No

[IN/A

Remarks:

15. Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted? '

X Yes

] No

[INA

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

[] Yes

X No

LTN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

(] Yes

X No

LI N/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

[]No

LIN/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes

[1No

] N/A

Remarks:

CHP 680C (Rev 09-08) OPI 010
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INSPECTION CHECKLIST
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

O No

CIN/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[ No

LI N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

[CINo

L1 N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

[Tl No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[]Yes

DA No

L1 N/A

Remarks:

CHP 680C {Rev 09-08) OP! 010
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tSTATE OF CALIFORNIA Command: ] Division: Central Number: 420
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Eakef Szleld -

valuated by: ate:

COMMAND INSPECTION PROGRAM L. Logan, Sgt. 12/8/2008
INSPECTION CHECKLIST Assisted by: Date:
Chapter 3, Command Procurements T. Roberts, Lt. 12/8/2008
Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[] Executive Office Level

[ Voluntary Self-Inspection

Lead Inspector's Signature:

—

Follow-up Required:
[]Yes X No

(1 Follow-up Inspection

For applicable policy, refer to: HPM 11.2, Chapter 7

Comriander's Signature: B Date:
Sl W I -€of
e

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

Remarks:

ONo [[ONA

X Yes

2. Have Approvers/reviewers of purchases received
procurement training?

Remarks:

X Yes CIN/A

I No

3. Are prohibited items procured on CHP 43, Purchases

Requisitions?

Supplies for personally — owned equipment
Commaodities for personal use

Confirming order

Purchases via the internet

Remarks:

[(JYes | XNo |[JNA

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

Remarks:

CINA

X Yes 1 No

5. Is all required information entered on the CHP 43,
Purchase Requisition?

XYes | [ONo |[]N/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered

consecutively, starting anew at the beginning of each

fiscal year (July 1)?

Remarks:

XYes LT N/A

] No

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

Remarks:

LIN/A

X Yes [1No

‘HP 680C (Rev. 03-08) OP{ 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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8.

Do specialized items purchased contain the
appropriate Division, and/or OP! approvals?

X Yes

[ No

LI N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

LI N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[ No

LIN/A

Remarks;

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

XYes

I No

L] N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

[INo

(1 N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

XYes

] No

CIN/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

[ No

LI N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

XYes

[ No

[1N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

L1 N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[J No

] N/A

Remarks:

18.

Is the original “received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

(] No

LI N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[T Yes

(] No

X N/A

Remarks: Has not occurred recently.

HP 680C (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

I No

(I N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

I No

L N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

[ No

LI NA

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

I No

I N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department'’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

LI N/A

Remarks:

CHP 680C (Rev. 09-08) OP1 010
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Command: Division: Number:
STATE OF CALIFORNIA Grapevine |. F. Central
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Evaluated by: Date:
COMMAND INSPECTION PROGRAM Lt S. A Netzer 11/02/2008
INSPECTION CHECKLIST Assisted by: Date:
Chapter 3, Command Procurements h/A
Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections ‘shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the “"Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature,
[] Division Level X command Level %/%”—

[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: Commander's Signatyirg _ Date:
[J Yes X No [ Follow-up Inspection %;W;z;—-——”—— V74 p%g

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received Remarks:
procurement training? XlYes | [IJNo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases Remarks:
Requisitions? OYes | XINo [[CINA|TE :

* Supplies for personally — owned equipment
»  Commodities for personal use
o Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, Remarks:
prepared for commodity items obtainable from K Yes | [JNo | [JN/A | Remarks
different suppliers or from different statewide
commodity contracts?

5. Is allrequired information entered on the CHP 43, Remarks:
Purchase Requisition? K Yes | [ONo | [JNA | Remars

6. Are the CHP 43, Purchase Requisitions, numbered Rt
consecutively, starting anew at the beginning of each | [X Yes [1No [[JNA :

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods Remarks
forwarded to the Assistant Commissioner, Staff, for KyYes | [INo |[JNA :

approval?

8. Do specialized items purchased contain the Remarks
appropriate Division, and/or OP| approvals? KYes | [JNo |[[INA )

CHP 680C (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases
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9. Arethe CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[J No

CIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

] No

CIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model! justified and in compliance with SAM
35552

X Yes

[J No

CIN/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes

[ No

LI N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Pian documents?

X Yes

] No

LI N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[JNo

L N/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[JNo

LI N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

LI N/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

™ Yes

] No

[ N/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

™ Yes

] No

[ N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

K Yes

[J No

I N/A

Remarks:

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43

X Yes

J No

LI N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases
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is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[INo

CIN/A

Remarks:

22. Are copies of the purchése requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. If, Ch. 11, Topic 4)

X Yes

[JNo

LIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

[JNo

I N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[JYes

X No

CIN/A

Remarks:

CHP 680C (Rev. 03-08) OPI 010




STATE OF CALIFORNIA Command: . Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sonora Central Division 2 £ 4

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Jeanie Keaster 12/20/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required. '

TYPE OF INSPECTION [] Corrective Action Plan Included

[[] Division Level Command Level ] Appeal Included

[] Executive Office Level [ Attachiments Included |
Forward to: Commander's Signature: Date:

Follow-up Required:

Central Division

o e
[ Yes B No Due Date: 12/31/2008 /S X/ , 2./ A

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

Area had a formal inspection conducted in November 2008, by Lieutenant Adams, and OSSI Carrie
Smith, which covered many of the items in Chapters 3 and 4. Additionally, Area does have the pleasure
of team work between clerical and special duty which keeps these operations running smoothly,

CHP 6B0A (Rev, 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:

Sonora Central 3 % 4

Inspected by: Date:
Jeantie. Keaster 2 I’Z.O/ZOOS

| Commander’s Response:

| Inspector's Comments:

“Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) OPI 010




STA1E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Sovora Central 24 4
Inspected by:' Date:

Teanie Keaster | 1220|2008

AppealiProcess: ((# filed within five'(5):business days of the completed chapterinspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lea pector S S:gnature

bl Dewnld /

Date:

LR =-29-0

Re&f)ondmg Commander's Signature (for appeal):

Date:

CHP 680A (Rev. 09-08) OPI 010
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Command: Division Number:
STATE OF CALIFORNIA _—
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ESonora genirg Divigton. - OO
COMMAND INSPECTION PROGRAM o alectEy =
12/20/2008
INSPECTION CHECKLIST Jeanie Keaster Lt
I(33ha;:r>1ter 3, Command Procurements J. Jacobs, Sgt. 12/20/2008
urchases

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

] Executive Office Level (] Voluntary Self-inspection

Date:

(z 12.] 19 o8

Follow-up Required: Zbémmander's Signa

re:
DYeS ENO [ Follow-up Inspection A / L& g,

T

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policiesand | X Yes | (O No | CI1N/A
procedures for purchasing?

Remarks:

2. Have Approvers/reviewers of purchases received Remarks:
procurement training? X Yes | [JNo |[[JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases Remarks:
Requisitions? [ Yes No | JN/A | Remarks:

Supplies for personally — owned eguipment
Commodities for personal use

Confirming order

Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainabie from Yes | [JNo | [JN/A
different suppliers or from different statewide
commodity contracts?

Remarks:

5. Is all required information entered on the CHP 43, Remarks:
Purchase Requisition? X Yes | [JNo [[JN/A |Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered R .
consecutively, starting anew at the beginning of each | [X| Yes | [TJNo | [JN/A | Remamks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods S
forwarded to the Assistant Commissioner, Staff, for | [JYes | [JNo | [X N/A | Remarks:
approval?

CHP 6B0C (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the s:
appropriate Division, and/or OP| approvals? R Yes | [ONo |[JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, '
competitively bid? K vYes | [INo | [JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, ‘s:
document at least two price quotations? Yes | [INo | [JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests Remarks:
that limit or restrict the purchase to one specific X Yes | [ONo | [JN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests e
for items that interface with existing departmental X Yes | [ONo |[]N/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests Remaiks:
contain the NCB justification and NCB Corrective Yes | [JNo | [JN/A | Remarks.
Action Plan documents?

14. Are items checked immediately for content and s
damage when delivered? X Yes | [ONo |[JN/A | Remarks:

15. Is the “received copy” of the purchase order —
approved, dated, and forwarded to the Fiscal X Yes | [ONo | [N/A | Remarks.
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the Remarks:
received copy of the purchase order and sent to Yes | [INo | [JN/A | Remars.
FMS?

17. Is FMS provided a photocopy of the purchase order N
and any approved freight or packing slips as Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original “received copy” retained by the Remarks:
command for completion and forwarding to the FMS Yes | [ No |[JN/A | Remarks.
when the complete shipment is received?

19. Are Damaged items delivered by common carrier Sy
acknowledged on the freight bill by the carrier's driver | [X] Yes | [[]No CJ N/A | Remarks.

before being accepted?

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by @ memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

] No

] N/A

Rernarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[ No

LIN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
{SCM Vol. II, Ch. 11, Topic 4)

Yes

1 No

I N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

[

No

LIN/A

Remarks:

24, Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[]Yes

D4 No

CI N/A

Remarks:

CHP 680C (Rev. 09-08) OPI 010
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] Command: Division: Number:
SEQZ%?&&JATL e PR ST AT BUTTONWILLOW | CENTRAL
COMMAND INSPECTION PROGRAM (2230 i
INSPECTION CHECKLIST MARIA PAGANO, OFFICER 11-19-08
Chapter 3, Command Procurements Assisted by: Date:
LORI BERGER 11-19-08

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) laken. If this form.is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Leval Command Level

[] Executive Office Level [C] Voluntary Self-Inspection

Lead Inspector's Signature:

St

Dale:

Follow-up Required:

[ ]Yes No

[] Follow-up Inspection

Commander's Signature:
%Z.Ju,,/ | 208

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and
pracedures for purchasing?

2. Have Approvers/reviewers of purchases received
procurement training?

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

»  Supplies for personally — owned equipment
e Commodities for personal use

o Confirming order

» Purchases via the internet

4, Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide

commodity contracts?

5. s all required information entered on the CHP 43,
Purchase Requisition?

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for

approval?

Yes | [JNo | [N/ | Remarks: -~
Yes | [INo |[JnA | Remarks:
[] Yes No | [JN/A | Remarks:
Yes | [JNo | []Na | Remarks:
Yes (INo | [CINA Remarks:
Yes | [JNo |[[JNa | Remarks:
B Yes | [JNo | [JNa | Remarks:

B L T AT TSP




“STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Page
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8.

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

] No

LT N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

Yes

(] No

[]N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

1 No

[ ] N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

4 Yes

[] No

[ N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

I No

[ N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective

Action Plan documents?

[] Yes

[JNo

N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

Yes

[JNo

CINA

Remarks:

16.

Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are

accepted?

X Yes

1 No

[ IN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

Yes

[ No

LI N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

JNo

[ NA

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipmenl is received?

X Yes

[C) No

] N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

X Yes

[JNo

LI N/A

Remarks:

e




STATE'OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Purchases

Page
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20. Is Purchasing Services Unil (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not

yet been prepared?

X Yes

[ No

LIN/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

I No

LI N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?

(SCM Vol. ll, Ch. 11, Topic 4)

Yes

[ No

L] N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

1 No

L N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[1Yes

X No

(I N/A

Remarks:

CHP 680C (Rev. 09-08) OPI 010
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. Command: Division: Number:
DEPARTUENT OF CALIFORNIA HIGHWAY PATROL Fort Tejon Contre! 0
Evaluated by: Date:
COUMAND INSPECTION PROGRA 35 220
ssis(e 3 i
Chapter 3, Command Procurements ! e

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level
<
[] Executive Office Level (] Voluntary Self-Inspection // \ (m\

Lead Inspeclor's Signature:

Follow-up Required:
] Yes No (] Follow-up Inspection

For applicable policy, refer to, HPM 11.2, Chapter 7

Commander's-Sfinature: ‘\E Date:
V@Z%«_ /s

1. Are paricipants in the procurement process at the

command level familiar with the refated policies and | B Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received '
procurement training? X Yes | [JNo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases
Requisitions? [ Yes No |[JN/A | Remarks:
» Supplies for personally — owned equipment
o Commodities for personal use
e Confirming order
¢ Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from (JYes | [XINo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43,
Purchase Requisition? Yes | [JNo [[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes | [ No | []N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods ' #
forwarded to the Assistant Commissioner, Staff, for (Jvyes | [JNo N/A zir;\:trl:;;r;?yArea hasn't had any in

approval?

CHP 680C (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OPI| approvals?

X Yes

[J No

(1 N/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

[ N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

[ No

I N/A

Remarks: If multiple suppliers are
available.

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model! justified and in compliance with SAM

36657

[dvYes

[ No

N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

[JNo

1 N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

] No

L1 N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[INo

I N/A

Remarks:

15. Is the "received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

[JNo

[ N/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

X Yes

[JNo

] N/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[JNo

I N/A

Remarks:

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

] No

L1 N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[(JYes

[ No

N/A

Remarks: The Area would if the case
arises.

CHP 6B0C (Rev 09-08) OP1010
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
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Page

30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer heeded and a purchase order has not
yet been prepared?

Yes

[] No

] N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[INo

C]NA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

(] Ne

[ N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

[] No

] N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

] No

] N/A

Remarks:

CHP 680C (Rev 09-08) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Fort Tejon Central Three
Inspected by: Date:
| C. Whitty, 12228 11/12/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
numbper of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan included
(J Appeal Included
[] Attachments Included

Follow-up Required: Forward to: Commder’s Si jwature: / 7’/ Date:
D ves L5 No Due Date: / // /3

Chapter Inspection: Chapter 3, Command Procuremenits

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

The vast majority of orders, purchases, and services are provided through state contracts. All
purchases are for necessary items and used for state business. Due to the remote location of the Fort
Tejon Area office, there are a limited number of suppliers and service providers in the area; however,

the Commander does his best to control cost.

CHP 6B80A (Rev 09-08} OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:

Fort Tejon Central Three

Inspected by: Date:

C. Whitty, 12228 11/12/2008

| Commander's Response:

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:

Fort Tejon Central Three

Inspected by: Date:

C. Whitty, 12228 11/12/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection),

Commander's Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal),

Lead Inspectgr's Signat
(/L

Dale: ,

//// Z/Zc?cﬂf;‘

¢ J

CHP 680A (Rev 09-08) OPI01lr
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Command: Division: Number:
ggﬁ;ﬁ?&&%?@ﬁ:}omm HIGHWAY PATROL Hanford Area | Central Division
COMMAND INSPECTION PROGRAM Svaltateeloys PER
INSPECTION CHECKLIST moug F uder, 1D 10045 , 10/27/2008
Chapter 3, Command Procurements Cynthia Gonzales, ID A05589 | 10/27/2008 |
Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ Executive Office Level (] Voluntary Self-Inspection

[ TYPE OF INSPECTION Lead Inspector's Signature:

(] Division Level & Command Level 6 @‘/Q
A 8
ANk y =Y

Follow-up Required:

Commander's Signa

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

tyre:
M Yes [ INo (] Follow-up Inspection /IL\/KW’V\E@/(/Q’(«L / LY /0_/7_7/515

1. Are participants in the procurement process at the gema”‘St:é)ssklsii'i't‘;higfﬁé’e”rza’es'
. ] . ergeant Fran .
command level familiar with the related policies and Yes | [JNo |[INA Maurice Telina, and Lieutenant Doug
procedures for purchasing? Puder have all received procurement
training from the Department.

2. Have Approvers/reviewers of purchases received Remarks: See above.

procurement training? Kl yes | [INo |[IN/A

3. Are prohibited items procured on CHP 43, Purchases ) _

Requisitions? [JvYes | XINo | []N/A | Remarks:
* Supplies for personally — owned equipment
o Commodities for personal use
» Confirming order
¢ Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, IRSErES: Attermpts BIEHEdEHaIUSE
prepared for commodity items obtainable from il Yes | [ONo |[[JN/A | differentsuppliers.
different suppliers or from different statewide
commodity contracts?

9. Is all required information entered on the CHP 43, )

Purchase Requisition? [(JYes | [FINo |[JN/A |Remarks

6. Arethe CHP 43, Purchase Requisitions, numbered , )
consecutively, starting anew at the beginning of each | 7] Yes | [JNo | [J N/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods , . Re’!“zr':ﬁ? 5 E*é': “lfa‘;%'i‘;fsge .
forwarded to the Assistant Commissioner, Staff, for | [JYes | [ No | [JN/A fequired. CHP 43 forms can then be
approval? forwarded to other commands for

J additional levels of approval.

CHP 680C (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the

Remarks: Purchases on a CHP 43
form cannot be approved at the Area

acknowledged on the freight bill by the carrier’s driver
before being accepted?

appropriate Division, and/or OPI approvals? dvYes | CINo |[CIN/A level,, They must be approved at
least at the Division_ Ieve_l.

9. Are the CHP 43, Purchase Requisitions, S;”;Zg‘rfzcgzgi‘sptzwt'l‘;e dgffr':gn?:j
competitively bid? Oves | BIno |CINA CHP 315 forms have rarely been

used.

10. Does the CHP 315, Price Comparison Worksheet, E:\;‘;arg‘ril’\gzgﬁgshugﬂi';:; 5\/:2;’:?5
document at least two price quotations? [ vYes | [ONo |[IN/A they were’;ubmmed‘ at least two

price quotations were obt_an:ned.

11. Are Limited Competitive Bidding purchase requests gemarkes PRrenase Ieaiisligns wers
that limit or restrict the purchase to one specific [JYes | BINo [[INA ;‘F’)L;r::?fi‘g';';hn? ;’r[gpni;'ge"f;i?ni,e,_
brand or model justified and in compliance with SAM (See #440PR6011 and #440PR6020)
35557

12. Are Limited Competitive Bidding purchase requests -
for items that interface with existing departmental CvYes | ONo | [RNA '
equipment in compliance with SAM 3555.3?

13. Do Non-Competitive Bid (NCB) purchase requests Remarks:
contain the NCB justification and NCB Corrective [(Jyes | [INo m N/A '

Action Plan documents?

14. Are items checked immediately for content and ——
damage when delivered? EZI Yes | [JNo |[JNA :

15. Is the "received copy” of the purchase order , Remarks:
approved, dated, and forwarded to the Fiscal Yes | [JNo |[JN/A ‘

Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the . Remaks:
received copy of the purchase order and sent to [(OYes | [MNo |[INA '
FMS?

17. 1s FMS provided a photocopy of the purchase order Remarks:
and any approved freight or packing slips as fdYes | [INo [[JN/A '

acknowledgement that a portion of the order has

been received?
18. Is the original ‘received copy” retained by the e

command for completion and forwarding to the FMS ij Yes | [INo [[JN/A '

when the complete shipment is received? — t ——
19. Are Damaqged items delivered by common carrier EEMBECPES A0 T SXPEIRNce

any damaged items that were
D Yes D No m N/A del)ilvered by common carrier. He

have seen minor damage to items
delivered by the truck from Supply
Services Section

CHP 680C (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30f3

[ 20. Is Purchasing Services Unit (PSU) notified

Remarks:

bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

immediately by telephone, followed in writing either | [J Yes | [JNo | &K N/A
by a memorandum or e-mail, requesting cancellation

of the requisition or deletion of an item, if it is

determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not

yet been prepared?

21. Are open purchase orders periodically reviewed and _ _ .
investigated to ensure the orders are not opened for | [l Yes | [JNo | []N/A | Remarks Postedonthe buletin
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase Rerrsres:
orders maintained for three years after payment? B Yes | [INo [[JNA '

(SCM Vol. I, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail o
documenting the basis of the decisions made for the M Yes | [INo |[JN/A Eri”’kiﬁsv'vffﬁ ?ﬂlzspci,friu::: chments
purchase? (SCM Vol Il Ch. 2, Topic 11) requisitions for each item.

24. Are purchase orders split to evade competitive ,

D Yes MNO D NIA Remarks:

CHP 680C (Rev. 09-08) OP1 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Hanford Area | Central Division | 3 - Purchases
COMMAND INSPECTION PROGRAM Inspected by: Date:

Doug Puder, ID 10045 10/27/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shali be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION K] Corrective Action Plan Included
[ Division Level [X] Command Level (J Appeal Included
[ Executive Office Level [J Attachments Included |
— . - s Q : Date:
Follow-up Required: forw‘ardAt% Doves ol Commander's Signature ate
) 10/27/2008
[d Yes [INo Due Date: At r‘ﬁ’LLOAJ{*—/ L.

Chapter Inspection;

Inspector's Comments Regarding Innovative Practices:

None identified.

[ Command Suggestions for Statewide Improvement:

The forms provided for this evaluation, as well as the instructions for completing these forms, are not
adequate to ensure a uniform review of this subject has been conducted. As currently written, the
instructions for completing this form allow for responses which are far too subjective to provide a

meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufficiently expanded so as to make them very
specific, comprehensive and easy for the Inspector to understand. The instructions should list exactly
which documents or processes need to be examined, they should fist specifically what the Inspector
should be looking for, and they should provide solid examples of what is appropriate and what isn't
appropriate. The instructions should be written in sufficient detail so as to make the inspection forms
“stand alone” documents. References to other publications (i.e., SAM manual, Government Code,
Department policy, etc., ) may be provided to answer obscure questions that may arise. However, an
Inspector should definitely not be required to reference these types of sources on a routine basis in

order to complete the inspection forms.

| Inspector’s Findings:

See Attachment.

CHP 680A (Rev 08-0B) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM ﬁ)mmfanda A g‘gi?:al Division ghfpsarchases
EXCEPTIONS DOCUMENT s S

Doug Puder, ID 10045 10/27/2008

Page 2

I Commander's Response:

Concur with Inspector's findings.

| Inspector's Comments:

N/A

‘Required ‘Action

Corrective Action Plan/Timeline

OSS | Cynthia Gonzales, ID A05589, Officer Maurice Teliha, ID 15975, Sergeant Frank Smith, ID
10378, and Lieutenant Doug Puder, ID 10045, have all received mandatory training in the Department’s
procurement process, including the completion of purchase requisitions. This training provided these
employees with the knowledge they need to ensure all of our purchase requisitions are now completed

in accordance with state law and Department policy.

Effective immediately, Ms. Gonzales will be responsible for processing all purchase requisitions
submitted by the Hanford Area. If another employee prepares a CHP 43, it will be forwarded to Ms.
Gonzales. She will then ensure the purchase requisition contains all required information. Ms.
Gonzales can use other Area employees to obtain bids, complete CHP 315 forms, etc. However, Ms.
Gonzales will ultimately approve all of these forms before they are forwarded to the Area Commander
for final Area approval. Officer Teliha will serve as Ms. Gonzales' back-up for processing purchase
requisitions. Sergeant Smith will serve as Lieutenant Puder’s back-up for final Area approval of

purchase requisitions.

The aforementioned review and approval process will begin immediately and will be utilized to process
all purchase requisitions submitted by the Hanford Area as of today's date (10/27/2008).

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter: R
COMMAND INSPECTION PROGRAM Hanford Area | Central Division | 3 - Purchases |
EXCEPT,ONS inspected by: Date:

Page 3 HOCEHELT Doug Puder, ID 10045 10/27/2008

Appeal Process:  (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal). 1

Lead Inspector's Sig SN Date:
/ 7 10/27/2008
%wxﬁ bo )i/
ngponding Cokkﬁi\nder’s Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORN!A HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Inspector's Findings:

Hanford Area purchase requisitions for 2007 and 2008 were reviewed. The following discrepancies
were noted during the review:

o Failure to include Contract ltem Number (when applicable).

» Failure to include Object Code

o Failure to indicate appropriate Funding Source

o Minimal number of bids obtained from Certified Small Businesses and Certified Disabled Veteran

owned business
o Failure to include bids from multiple sources
o Failure to utilize the CHP 315 form to document bids as required
Listed a specific brand and model number on the CHP 43 (Requisitions #440PR6011 and

#440PR6020) and did not provide a complete written justification explaining whfor the purchase
of a specific

CHP 680A (Rev. 09-08) OP1 010



Command; Division: Number:
S OF CALIFORNIA
DE?Z%TI\:EI\?T OF CALIFORNIA HIGHWAY PATROL Madera Central 450
Evaluated by: Date:
ﬁg&@-ﬁg&éﬁggfg;:ON PROGRAM Lieutenant D. Paris 12/22/2008
Assisted by: Date:
Chapter 3, Command Procurements seisteaby ate

Page 10of3

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a

Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

(] Division Level Command Level
[] Executive Office Level (] Voluntary Self-Inspection
Follow-up Required: Commander's Signalure: Date:
[ ]Yes No [_] Follow-up Inspection . 1oz Jog
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the _
command level familiar with the related policies and Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? Yes | [OJNo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo | [JN/A | Remarks:
e Supplies for personally — owned equipment
o Commodities for personal use
e Confirming order
s Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from (JYes | XINo |[[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, .
Purchase Requisition? X vYes | [INo | [JN/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each | X Yes | [JNo | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods . o o
forwarded to the Assistant Commissioner, Staff, for X Yes | [INo |[JN/A | Remarks: Firstforwarded to Division.
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the .
appropriate Division, and/or OP| approvals?- Yes | [JNo | [JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, ’ .
competitively bid? Yes | [ONo | [JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? Yes | [ONo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests '
that limit or restrict the purchase to one specific X Yes | [JNo | [IN/A | Remarks:
brand or model justified and in compliance with SAM
35557 :

12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental [(JYes | [INo A || ‘Remanks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests : )
contain the NCB justification and NCB Corrective CJYes | [JNo N/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and .
damage when delivered? X Yes | [JNo |[JNA | Remarks:

15. Is the "received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [JNo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [JNo |[JN/a | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order -
and any approved freight or packing slips as X Yes | [JNo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the .
command for completion and forwarding to the FMS | X Yes | [JNo | [JN/A Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier ’
acknowledged on the freight bill by the carrier's driver Yes | [JNo |[JN/a | Remarks:

before being accepted?

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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r 20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[ Yes

I No

N/A

Remarks: -

21,

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

[]Yes

I No

N/A

Remarks:

22,

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

1 No

C1N/A

Remarks:

23,

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

] No

LI N/A

Remarks:

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
{(Public Contracts Code Section 10329)

[] Yes

X No

CIN/A

Remarks:

CHP 680C (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 1of3

Command: Division: Number;
Mariposa Central 455-08-002
Evalualed by: Date:

Sgt. Edward Greene, #11281 12/24/2008
Assisted by: Date:

088-1 Carrie Smith, #A5258 12/24/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level X Command Level

[_] Executive Office Level [ Voluntary Self-Inspection

Lead Inspector's Signature;

G/ 2€/

Follow-up Reguired:

D Yes No [C] Follow-up Inspection

For applicable policy, refer to: HPM 11.2, Chapter 7

Déle:
(2. .29-0%

ommandeks Sigﬁ ure:p
¢ -
|

1. Are participants in the procurement process at the

command level familiar with the related policies and X Yes

procedures for purchasing?

CJ No

CIN/A

Remarks:

2. Have Approvers/reviewers of purchases received

procurement training?

Yes

[ No

CIN/A

Remarks:

3. Avre prohibited items procured on CHP 43, Purchases

Requisitions?

Supplies for personally - owned equipment

Confirming order

[ ]

¢ Commodities for personal use
[ ]

» Purchases via the internet

[] Yes

X No

CINA

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commedity contracts?

X Yes

[ No

CTNA

Remarks:

5. Is all required information entered on the CHP 43,

Purchase Requisition?

X Yes

[ No

] N/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered

consecutively, starting anew at the beginning of each | X Yes

fiscal year {July 1)?

C] No

CN/A

Remarks:

7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for X Yes

approval?

[J No

CINA

Remarks:

CHP 680C (Rev, 09-08) OP1 010
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INSPECTION CHECKLIST
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8. Do specialized items purchased contain the

appropriate Division, and/or OP! approvals? KIYes | [ONo |[JN/a | Remarks:

9. Are the CHP 43, Purchase Requisitions, '
competitively bid? Yes | [ONo |[JN/A | Remarks.

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? XKyes | CONo | [JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific Xl Yes | [JNo |[JN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental K Yes | [INo |[N/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective X Yes | [JNo | []N/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and ‘
damage when delivered? Yes | [JNo |[JN/A | Remarks:

15. Is the "received copy" of the purchase order .
approved, dated, and forwarded to the Fiscal X vYes | [ONo |[[]N/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to K yes | CONo |[JN/A | Remarks:
FMS?

17. 1s FMS provided a photocopy of the purchase order .
and any approved freight or packing slips as Yes | [JNo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy" retained by the .
command for completion and forwarding to the FMS Yes | [ No |[JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver Yes | [JNo | [JN/A | Remarks: If Knew about the

before being accepted?

damage at the time of
delivery.

CHP 680C (Rev. 09-08) OPI 010
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20. is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that 2 commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

[JNo

I N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[T No

CINA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. fl, Ch. 11, Topic 4)

X Yes

[ No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? {(SCM Vol [f Ch. 2, Topic 11)

X Yes

CJNo

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

X No

O N/A

Remarks:

CHP 680C (Rev. 09-08) OPI010




Page 10f3
Command: Division: Number:
SEQT\ER%;ECGL gngORNIA HIGHWAY PATROL Mercedb (460) CepliAon ‘ 5 |
COMMAND INSPECTION PROGRAM CYRANES Ly R
INSPECTION CHECKLIST e a Gonzales 058 | 121702000 |
Chapter 3, Command Procurements G. Lamerson ‘ 12/17/2008 Jl
Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, ot fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next leve! of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level

] Executive Office Level

B Command Level

[ Voluntary Self—lnspec&o‘(

A

“

Lead Inspecior's Sighature:

./-/ ,}‘
e e /)

=

Date:

Follow-up Required: °°“‘"’%3i91132 , ~
[]Yes X No ] Follow-up inspection = \¢LL¢L Lb'b
For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the [ '
command level familiar with the related policies and | [J Yes | [JNo | [JN/A | Remarks
procedures for purchasing?
2. Have Approvers/reviewers of purchases received , i
procurement training? OvYes | X No | [JN/A | Remarks: Coming up
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? OYes | INo | [JN/A | Remarks:
e Supplies for personally — owned equipment
o Commodities for personal use
« Confirming order
s Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, ‘
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks
different suppliers or from different statewide
commaodity contracts?
5. Is all required information entered on the CHP 43, ‘ _
Purchase Requisition? Byes| [ONo |[[ONA | Remarks
6. Are the CHP 43, Purchase Requisitions, numbered [ .
consecutively, starting anew at the beginning of each | [ Yes | [J No | [J N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods _
forwarded to the Assistant Commissioner, Staff, for & Yes | [JNo | [ N/A | Remarks: Through proper channels
approval?

CHP 880C (Rev 03-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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8.

Do specialized items purchased contain the
appropriate Division, and/or OPI| approvals?

X Yes

O No

CINIA

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X ves

[J No

O N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

[ No

CIN/A

Remarks:

1.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

I No

X N/A

Remarks. Not at Area level

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

O Yes

[ No

X N/A

Remarks: Not at Area level

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[ Yes

O No

X N/A

Remarks. Not at Area level

14

Are items checked immediately for content and
damage when delivered?

Yes

[ No

O NA

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

O No

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

[ No

O N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

Yes

] No

'CIN/A

Remarks

18.

Is the original “received copy" retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ No

O N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes

[ No

I NA

| Remarks:

CHP 880C (Rev 09-08) OP) 010
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INSPECTION CHECKLIST
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on 3 CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

I Ne

O N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[ No

CIN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. 11, Ch. 11, Topic 4)

X Yes

[ No

LI N/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

B Yes

O No

I N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

X No

O N/A

Remarks:

CHP 880C (Rev 02-08) OPI 010
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Los Banos Central -
COMMAND INSPECTION PROGRAM R ae.
INSPECTION CHECKLIST W.D. Nafion, #1162 12(15/2008
Chapter 3, Command Procurements W. B. Nation, #11632 12/15/2008

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(] Division Level

[C] Executive Office Level

"TYPE OF INSPECTION

Command Level

[] Voluntary Self-inspection

Lead Inspector's Signature:

Foliow-up Required:

[]Yes

] Follow-up Inspection

X No

Commander's Signature:

Date:

12/15/2008

For applicable policy, refer to; HPM 11.2, Chapter 7

1. Are participants in the procurement process at the .
command level familiar with the related policies and | (X Yes | [JNo | [ N/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received ‘
procurement training? Yes | [JNo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases )
Requisitions? Yes | [JNo | [JN/A | Remarks:
¢ Supplies for personally — owned equipment
o  Commodities for personal use
¢ Confirming order
¢ Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from Xl Yes | [INo |[]N/A | Femams.
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, <.
Purchase Requisition? Yes | [ONo |[N/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered R ‘s
consecutively, starting anew at the beginning of each | [ Yes | [JNo | [JN/A | Remars:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for B Yes | [INo |[IN/A |Remarks: Forwarded after
approval? approval from Division.

CHP 680C (Rev. 09-08) OP] 010




Page 2 of 3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the '
appropriate Division, and/or OP| approvals? Yes | [No |[JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, )
competitively bid? X Yes | [INo | [JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, '
document at least two price quotations? X Yes | [INo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests .
that limit or restrict the purchase to one specific K Yes | [ONo |[JN/A | Rematks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental XYes | [INo |[JN/A | Remarks:
equipment in compliance with SAM 3555,37

13. Do Non-Competitive Bid (NCB) purchase requests =
contain the NCB justification and NCB Corrective Yes | [INo |[IN/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and ‘o
damage when delivered? X Yes | [ONo |[JNiA | Remarks:

16. ls the "received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal Yes | [JNo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the -
received copy of the purchase order and sent to [JYes | KXINo | [ N/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order -
and any approved freight or packing slips as Yes | [JNo |[]N/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the '
command for completion and forwarding to the FMS | K Yes | [JNo | [JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier "
acknowledged on the freight bill by the carrier’s driver Yes | [ONo |[JN/A | Remarks:

before being accepted?

As requested.

CHP 680C (Rev. 08-08) OP1 010




STATE OF CALIFORNIA
DEPARTMEHT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-maill, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

[ No

L1 N/A

Remarks:

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[ No

L] N/A

Remarks:

22

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
{SCM Vol. ll, Ch. 11, Topic 4)

X Yes

[(INo

CN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol I] Ch. 2, Topic 11)

X Yes

[ No

I N/A

Remarks:

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
{(Public Contracts Code Section 10329)

[ Yes

<) No

[ N/A

Remarks:

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL CRIF Central 9464
COMMAND INSPECTION PRO Evaluated by. Date:

GRAM Sat. E. Cruz #10303 12/17/2008
INSPECTION CHECKLIST - - - -

Assisted by: Office Tech: Date:

Chapter 3, Command Procurements Carol Garrett #A7389 12/17/2008
Purchases

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any
discrepancies with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on
via the “Remarks” section. Additionally, such discrepancies and/or deficiencies shall be documented on an
Exceptions Document and addressed to the next level of command. Furthermore, the Exceptions Document shall
include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection, the
“Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level X Command Level

(] Executive Office Level (L] Voluntary Self-Inspection

Lead Inspector's Signature:

Sgt. E. Cruz

Follow-up Required:

[]Yes Xl No ] Follow-up Inspection

(Y2

Date:

25/

For applicable policy, refer to: HPM 11.2, Chapter 7

1.

Are participants in the procurement process at the

command level familiar with the related policiesand | I Yes | CJNo | [IN/A Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received i
. Remarks; 7/24/08 Lt. Harjo, 9/16/08
procurement training? KYes | [ONo | ONA S;R‘\%ysm ore, Officer Hzgv‘;rd‘ Ohice
Tech. Garrett has received training.
3. Are prohibited items procured on CHP 43, Purchases -
Requisitions? [JYes | M No |[JN/A | Remarks:
¢ Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, e
prepared for commodity items obtainable from M Yes | [INo |[JN/A | Remars
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, P
Purchase Requisition? X Yes | [ONo | [JN/A | Remarks:
8. Are the CHP 43, Purchase Requisitions, numbered _ e
consecutively, starting anew at the beginning of each | X Yes | [ No | [JN/A Remarks:
fiscal year (July 1)?
7. Are expedited reguests for the purchase of goods . .
forwarded to the Assistant Commissioner, Staff, for | [JYes | TINo | RIN/A m:fé‘:r'hﬁtﬁfggﬁgma were

approval?

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
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8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

[INo

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[INo

CIN/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[ Yes

X No

LIN/A

Remarks: Purchase Requisition
# 464PR7001 (Fax machine) a CHP
315 was not completed.

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

I No

X N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[1Yes

] No

X N/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[ Yes

] No

X N/A

Remarks:

14, Are items checked immediately for content and
damage when delivered?

XX Yes

O No

LI N/A

Remarks:

15. Is the “received copy" of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

CIN/A

Remarks:

186. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

CIN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

I No

CIN/A

Remarks:

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ No

CIN/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowiedged on the freight bill by the carrier's driver
before being accepted?

X Yes

] No

CIN/A

Remarks:

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[J Yes

] No

X N/A

Remarks: There were no
cancellations during this period.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

I No

L1 N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. Il, Ch. 11, Topic 4)

X Yes

[J No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

O No

1 N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

X] No

CIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter: #3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Chowchilla Central gfomcmzpndems
COMMAND INSPECTION PROGRAM River IF Purchases
EXCEPTIONS DOCUMENT ] Inspecied by: Sgt. E. Cruz, #10303 Date: 12/22/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[] Division Level X Command Level [] Appeal Included
[C] Executive Office Level [] Attachments Included

Follow-up Required: Forward to: Commander's Signature:

] Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

10. During the inspection, it was found that a CHP 315 was not completed for the purchase a fax
machine.

[ Commander's Response:

10. Although a CHP 315 was not completed for the purchase of the fax machine, the multiple bid
process did take place. Individual bids were faxed with the purchase request.

[ Inspector's Comments:

| am satisfied this was a single issue. There is nothing to indicate any other concerns.

Required Action

Corrective Action Plan/Timeline

10. The need to complete the CHP 315 was discussed with staff members. The commander will ensure
the CHP 315 is completed for purchases as required.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command: Division: Chapter; #3
COMMAND INSPECTION PROGRAM Chowchilla | Cental Command _
rocurements
EXCEPTIONS DOCUMENT River IF Purchases
Page 2 Inspected by: Sgt. E. Cruz, #10303 Date: 12/22/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A
[ Lead Inspector's Signature: Date:
Respo}nding Commander’s Signature (for appeal): Date:

GCHP 680A {Rev. 038-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f3

Command: Division: Number:
Modesto (465) | Central (401)

Evaluated by: Date:
Captain L. Duncan, 13406 12.15.08
Assisted by: Dale:
| OSS1 H. Koelmans, A6008 12.15.08

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. - -

TYPE OF INSPECTION
[] Division Level Command Level

"_| Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

L,-—/Q-’;ow_——\ l?_.(&-O?

Follow-up Required:

[ ]Yes No [] Follow-up Inspection

Commander's Signature:

Date:

L_A_/QDV—“———-._ (2 . 0

-or applicable policy, refer to. HPM 11.2, Chapter 7

Are participants in the procurement process at the

1.
command leve! familiar with the related policies and | X Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received .
procurement training? Yes | [JNo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases R =
Requisitions? CJYes:| XINo | []N/A | Remars.
e Supplies for personally — owned equipment
« Commodities for personal use
¢ Confirming order
« Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, -
prepared for commodity items obtainable from K Yes | [(ONo | [JNA | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, e
Purchase Requisition? X Yes | [ONo | [JN/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered S
consecutively, starting anew at the beginning of each Yes | [JNo | [JN/A | Remars:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods 2e: Miodesio has no
forwarded to the Assistant Commissioner, Staff, for [(JYes | [JNo N/A. | Remarks. Modesto ha

approval?

submitted any expedited requests for
purchase of goods.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f 3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
~ 8. Do specialized items purchased contain the '
appropriate Division, and/or OP| approvals? Yes | [JNo | [JN/A | Remarks:
" 9. Arethe CHP 43, Purchase Requisitions, _
competitively bid? Yes | [OINo | [JNA | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, ‘
document at least two price guotations? X Yes | [INo |[JN/A | Remarks:
11. Are Limited Competitive Bidding purchase requests .
that limit or restrict the purchase to one specific Yes | [INo | [N/ | Remarks:
brand or model justified and in compliance with SAM
35557
12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental [JYes | [JNo N/A (JIRemarks:
equipment in compliance with SAM 3555.37
13. Do Non-Competitive Bid (NCB) purchase requests _
contain the NCB justification and NCB Corrective CJYes | [ONo | I NiA | Remarks:
Action Plan documents?
14. Are items checked immediately for content and .
damage when delivered? Yes | [INo | [N/ | Remarks:
15. Is the “received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal Yes | [ONo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the O cabl
received copy of the purchase order and sent to X Yes | [INo | [JN/A | Remarks: When applicable.
FMS?
17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as X Yes | [ONo |[INA | Remarks:
acknowiedgement that a portion of the order has
been received?
18. Is the original "received copy” retained by the .
command for completion and forwarding to the FMS Yes | [ONo | [JNA | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier _ _
acknowledged on the freight bill by the carrier's driver | [ Yes | [ No N/A S:J”da;tﬁég?é"?&s;:has ot recelved

before being accepted?

HP 680C (Rev. 08-08) OP1 010




Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified i ,
immediately by telephone, followed in writing either X Yes | [JNo |[JNA | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no tonger needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and -
investigated to ensure the orders are not opened for Yes | [INo |[JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase Bmtics
orders maintained for three years after payment? Yes | [JNo | [N | Remarks:
(SCM Vol. II, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail Bbrnilia:
documenting the basis of the decisions made forthe | X Yes | [JNo | [J N/A | FEmans:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive S
bidding requirements or to circumvent the [JYes | XINo |[[JNIA | Remars

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

HP 680C {Rev 08-08) OP1 010
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STATE OF CALIFORNIA Command: " | Division: “Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Efallalesloy; pate
INSPECTION CHECKLIST YT Date-
Chapter 3, Command Procurements L

Purchases -

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[ Division Level X Command Level Leah Shiers, Clerical Supervisor

[] Executive Office Level (] Voluntary Self-Inspection
FO”OW—Up Required: Commander's Signature: Date:
[]Yes No [] Follow-up Inspection | Lieutenant James Swearingen DEIEEIA00S

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and Yes | [ONo |[IN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? K Yes | [ONo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [(JYes | X No |[JN/A | Remarks:

«  Supplies for personally — owned equipment
« Commodities for personal use

o Confirming order

¢ Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commaodity items obtainable from Yes | [INo | [ N/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, .
Purchase Requisition? X Yes | [INo |[JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each Yes | [INo |[JN/A | Remarks:
fiscal year (July 1)7?

7. Are expedited requests for the purchase of goods A
forwarded to the Assistant Commissioner, Staff, for [JYes | [INo |[XIN/A | Remarks:
approval?

CHP 680C {Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the ' '

appropriate Division, and/or OP| approvals? Yes | [ No | [ NA | Remarks:
~ 9. Are the CHP 43, Purchase Requisitions, '
competitively bid? Yes | [ONo |[JN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? X vYes | [ONo |[INA Remarks:

11. Are Limited Competitive Bidding purchase requests .
that limit or restrict the purchase to one specific Yes | [ No |[JNA | Remarks:
brand or model justified and in compliance with SAM
35557

2. Are Limited Competitive Bidding purchase requests _
for items that interface with existing departmental K Yes | [ONo |[JNA | Remarks:
equipment in compliance with SAM 3555.3?

13. Do Non-Competitive Bid (NCB) purchase requests '
contain the NCB justification and NCB Corrective Yes | [No N/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and _
damage when delivered? Yes | [ONo |[JnA | Remarks:

15. Is the "received copy” of the purchase order _
approved, dated, and forwarded to the Fiscal X Yes | [JNo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the ‘
received copy of the purchase order and sent to X Yes | [INo | [ N/A |Remarks:
FMS? '

17. Is FMS provided a photocopy of the purchase order .
and any approved freight or packing slips as Yes | [(ONo |[JNA | Remarks:
acknowledgement that a portion of the order has
been received?

" 18 Is the original ‘received copy” retained by the .
command for completion and forwarding to the FMS | X Yes | (O No | 1 N/A REMAHS]
when the complete shipmentis received? | |

19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver | [] Yes | [ No N/A | Remarks:

before being accepted?

CHP B80C (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

Yes

[JNo

LI N/A

Remarks

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

] No

LIN/A

Remarks:

22

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. lI, Ch. 11, Topic 4)

X Yes

[ No

LIN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol It Ch. 2, Topic 11)

X Yes

(] No

L1 N/A

Remarks:

24.

Are purchase orders spiit to evade competitive
bidding requirements or to circumvent the
Department’'s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

X No

LIN/A

Remarks:

CHP 680C {Rev 08-06} OPI 010




Page 10f3
Command: Division: Number:
SE?;%CTD&;?TL ES?Z:ISFORNIA HIGHWAY PATROL Coalinga Central g95
COMMAND INSPECTION PROGRAM Evaivated by. ate:
INSPECTION CHECKLIST paye fy’jOﬁ' ID 13682 12/03/2008
Chapter 3, Command Procurements Rob Brunell, ID 14612 12/03/2008

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action{s) taken. [f this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shalt be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[J Executive Office’Level [J Voluntary Self-inspection

Lead Inspector's Signature:

///: =7

Date:

Follow-up Required:

[ ]Yes X No

(] Follow-up Inspection

Commander's Signature:

e

’ ff/Zz %J’/

For applicable policy, refer to. HPM 11.2, Chapter 7

1. Are participants in the procurement process at the .
command level familiar with the related policies and Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received R s: Training received

ini emarks: lrain ve
procurement training? B Yes | [ONo |[IN/A Septomber 2008
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? COYes | XNo |[JN/A | Remarks:
o Supplies for personally — owned equipment
o Commodities for personal use
e Confirming order
s ‘Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from K Yes | [JNo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43, _

Purchase Requisition? Yes | [JNo |[JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered B rarke sAras has hatleaversl
consecutively, starting anew at the beginning of each [ Yes No | [OJNA nf;‘lfer:'which e cancel;g'
fiscal year (July 1)? Some were never reissued. Ones

that were are ouf of c_iate order.

7. Are expedited requests for the purchase of goods '
forwarded to the Assistant Commissioner, Staff, for [JYes | [JNo | [XN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8. Do specialized items purchased contain the .
appropriate Division, and/or OP| approvals? Yes | [ONo | [JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, ,
competitively bid? Yes | [ONo | [JN/aA | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? Yes | [INo | [JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific COYes | [ONo | X N/a | Remarks:
brand or model justified and in compliance with SAM '

35557

12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental OYes | OONo | X N/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests _
contain the NCB justification and NCB Corrective [Jyes | [ONo |[XN/A | Remarks:

Action Plan documents?

14. Are items checked immediately for content and .
damage when delivered? K Yes | [ONo | [JN/A | Remarks:

15. Is the "received copy” of the purchase order ' , .
approved, dated, and forwarded to the Fiscal OYes | X No |[CIN/A Eﬁrrgﬁg;se o’fdeecres"fadv?bpe":i ‘;Ltnhte
Management SeCtlon (FMS), ACCOUHt Payable Unlt, however not a]ways within three ldays
within three business days of receipt, if all items are of receipt.
accepted?

16. Are freight and/or packing slips attached to the . '
received copy of the purchase order and sent to X Yes | [ONo |[JN/A | Remarks:

FMS?

17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as OvYes | XINo | ONA SR::C‘,f‘l{gsﬁl:‘.f;ae::‘i\s,:(j'wszfcggfe"ﬁ
scknowlec_lgecrir;ent that a portion of the order has ] order until all iterns were received.

een receive

18. Is the original “received copy” retained by the .
command for completion and forwarding to the FMS XK vYes | [ONo | [JIN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier ,
acknowledged on the freight bill by the carrier's driver | X Yes | [JNo | [JN/A | Remarks:

before being accepted?

CHP 680C (Rev. 03-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page
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20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared? '

[J Yes

I No

N/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable dength of time. (SAM 8422.0)

4 Yes

[CJ No

CJN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. II, Ch. 11, Topic 4)

X Yes

[ Ne

CINIA

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

[] Yes

[J No

N/A

Remarks:

24, Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

(] Yes

B No

CIN/A

Remarks:

CHP 680C {Rev. 09-08) OP1 010




STATE OF CALIFORNIA Commgndr Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Coalinga Area | Central 3 — Purchases
COMMAND INSPECTION PROGRAM Inspectad by: Date:

/
EXCEPTIONS DOCUMENT Dave Knoff, ID 13682 12/03/08
Page 1

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statevide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
[ Division Level X] Command Level [ Appeal Inciuded
[ Executive Office Level ] Attachments Included
Date:

Forward to: Commander's Signature:

Follow-up Reguired:

(] Yes X No

Due Date:

HehapteHInSpEsionie:

Inspector's Comments Regarding innovative Practices:

Nqne Identified.

| Command Suggestions for Statewide Improvement:

See the Chapter 3 — Cal-Card Exceptions Document for Command suggestions.

[ Inspector’s Findings:

Coalinga Area’s Purchasing Program files were reviewed and the foliowing items and/or
discrepancies were noted:

» Area has had several purchase requisition numbers which were used, then cancelled for
various reasons. In most instances, the numbers were re-used, however, there are
several instances where the numbers were never re-assigned due to the delay in
communication of the need to cancel the requisition. )

CHP 680A {Rav. 09-08) OP1 010



STATE OF CALIFORNIA Commz.md: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Coalinga Area_| Central 3 — Purchases
COMMAND INSPECTION PROGRAM Inspected by: Den

. /03/
EXCEPTIONS DOCUMENT Dave Knoff, ID 13682 12/03/08
Page 2

[ Inspector’s Findings (continued):

* The area has not always sent the “received copy” of the purchase order within three days
of receipt of the items purchased.

¢ When partial orders are received, it has been the practice of the area to hold the purchase
order and wait until all items are received then to send the “received copy” to FMS.

| Commander's Response:

Concur with Inspector’s findings.

| Inspector's Comments:

» |Instructions should accompany the inspection checklists to assist the inspector. Instructions
should clearly identify the methodology to be used by the inspector. An inspector should know
exactly what to look for; and clear examples should be provided. Alternatively, the Department
could conduct training for all personnel before they are utilized as inspectors. Instructions and/or
training would greatly enhance the meaning and uniformity of the Department’s inspection
process.

Corrective Action Plan/Timeline

The Area’s Purchasing Coordinator, Office Services Supervisor Jennifer Courtney, will be responsible
for ensuring all Purchasing transactions are conducted in accordance with state law and Department
policy. She has already implemented procedures to ensure all Purchase Requisition numbers are used
and all required documents are sent to FMS upon the receipt of either full or partial shipments of items.
Therefore, no follow-up inspection is necessary at this time.
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Command:

Division:

Coalinga Area | Central

Chapter:
3 — Purchases

Inspected by:

Dave Knoff, ID 13682

Date:

12/03/08
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Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shail be the only level of appeal).

l.ead Inspector's Signature:

Date:

Responding Commander's Signature (for appeal):

Date:
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